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Instructions for Requesting UICs

Introduction

This document is a guide for administrators at Non-Educational Entities who are seeking to request state
Unique Identification Codes (UICs) for students. There are two sets of instructions: single requests
involving manual entry into the Michigan Student Data System (MSDS) or via a bulk data file upload.

Please note that the document is a visual guide. This is intentional. The MSDS displays a graphical
interface on the screen, and users will interact with it by either typing data when prompted or by clicking
on different screen elements. The images and accompanying text serve to lead school administrators,
who may have limited experience with MSDS, through the UIC request process by showing them what

they see.

Help and Resources

If you have questions not covered by this manual or our other posted support material, please contact our
customer support team at cepi@michigan.gov. Email allows us to better research and respond to your
guestions; but if email is not an option, you can call us at 517-335-0505 x3.
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Single UIC Requests

To look up or create a UIC for an individual student, you will need to log into the MSDS system using
your account username and password details. When you see the Home screen:

1. Click on the “Search...” item in the menu at the left of the screen.
2. The option to run a “Student Search” will now show. Click on it.

v/,

Center for Educational Performance and Information

|
i

Downloads... What's New

Search...
Student Search

v Certified Data
Reports...

Reporting Homeless Foster Ca

The Every Student Succeeds Act (ESS)
requirements on LEAs to ensure childre
have school stability and access to serv

students. ESSA mandates the collabor.
Grad Cohort... The Student Data System DHHS (child welfare agency). It also inc
is a repository that contains MCKlnney-VentO H0me|eSS ASSlStance

PEPE... information regarding "awaiting foster care placement” nighttir

students receiving from the McKinney-Vento Act beginning

education in the State of
Michigan.

General Reports...

=

Until December 10, 2016:
If the student is found MeKinnev-Ventn

Section 25e...

&3]

The “Student Search” window will appear. You will need to:

3. Enter as much identifying information as you have into the web form.
4. Then click the “Filter” button near the bottom.
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- J / -
X ;{ R’ Center for Educational Performance and Information = 4.'." ',‘E,['L%g!!;?a?e"
L\ = ‘ of Michigan Website

Profile: Local Super User A- | A

SDS Home > Student Search

Manage Requests. 7]

Student Search

Student Data 02}

Submission... k‘
Student Data 23] Select your filter critena...
Downloads...
Search.. 9 Search By UIC [ ]
(®) Search By Core
Fields
Last Name: |Sutcliffe | ® Begins {) Contains
prre . Last Name Suffix: } . o
First Name: 0 i :
Grad Cohort... ) ®© Begins () Contains
Middle Name: ]

PEPE... {
Date of Birth Year:

Date of Birth Month: o [[] show Direct Certified
Date of Birth Day:

General Reports... [

Section 25e¢... B

(likely to increase the time for the search)

Gender: Male: (] search using match criteria (begins/contains
ignored)

IBEET

Multiple Birth Order:
[Fter]

= 4

MSDS will run a search based upon the information you have entered. If MSDS cannot find the student,
it will display the following window:

5. Torequest a UIC for the student, click on the button that reads “Add This Student.”

Student Record Updates

Mo results were returned for this student.

[ Add This Student |

MSDS will display the “Add Student” screen and automatically populate information fields using the data
you submitted for MSDS to run a search.

6. You will need to ensure all the required fields (i.e., those fields prefixed with an asterisk *) have
information in them before submitting them.
a. Make sure to select the appropriate Collection choices from the dropdown box. In this
instance, it will be “Request for UIC Collection.”
b. When you are satisfied with the student details, click on the button that reads “Submit/Go
To Details.”
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X?;;‘_‘_{"R’ Center for Educational Performance and Information P o%’r,,',!;?},',“

x

MSDS Home

P ——— Add Student
Submission...
Student Data 0 0 Your search yielded no results. Add the student using the below form or cancel to search
Downloads... again.
23]

SDS Home > Student Search

If Collection is not filled in automatically then one must be selected in order to access the Submitting

Entity.

Student Search a
Coxtified D - * « Required ’
it e *Collection: {Request for UIC Collection ]

= : Fiff
Audit FTE-.. Last Name |Sutcliffe
N fix:
RIS Last Name Suffix |
*First Name: |Stuart
PEPE...
Middle Name: [
General Reports. : -
Multiple Birth Order: |0
Section 25¢... :
*Date of Birth: (MM/DD/YYYY)
*Gender:
Search by Entity Name or Entity Code
*Submitting Entity: |23060
vIC: l

| submit | [ Submit/Add Another | [ Submit/Go To Details | | Cancel |

MSDS will generate a new UIC. The next screen displays the search details for the student along with the
UIC:

7. You will need to decide whether to submit additional information about the student (i.e., Personal
Core fields).

a. Tosubmit more information, click the component drop box to select the component you
want to add. Then click the add component and follow the prompts. Note: this is an
optional step — you do not need to perform it to receive a new UIC.

b. To simply submit the student data and make the UIC permanent, click the “Submit”
button.
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The Official State
Michigan Website

>4

Center for Educational Performance and Information Michigan.gov

T

Profile: Local Super Usar A |/\i

Manage Requests.[j]
Student Data 0] h

Staging Area Maintain

Submission... * = Required
Student Data & Submitting Entity: Grand Ledge Public Sch‘ools (23060)
Downloads... Collection: Request for UIC Collection

PEPE Building:

*“Last Name: [Sutchffe
Certified Data & o
ydabeiny Last Name Suffix: | |
e 0 Middle Name: [ |

*Fi : n
ST First Name |stua ]

*Date of Birth: 1/1/2011
PEPE... ®

= . *Gender: [M - Male V]
General Reports... [ >
- Multiple Birth Order: [0 |

Section 25e... 23] UIC:

I Submit ” Cancel ] [Solcct Component ] I Add Compeonaent ]

/ Errors:
b Warnings:
a

If you search for an existing student, (perhaps the student you just entered)...
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i, "R’ Center for Educational Performance and Information 4-'-"'23!)%325%?30

N G'
J o B of Michigan Website

Profile; Local Super User

SDS Home > Student Search

StudentData @ Student Search

Submission...

Select your filter criteria...

Student Data &

Downloads...
O

P O Search By UIC I |
®

Student Search \®) Search By Core
Fields
Last Name: lSutcli“e l ® Begins () Contains
: Last Name Suffix: [ I

Audit FTE... [ | = =
First Name: Stuart O ins O i

Grad Cohort... 3 i ® Begins () Contains
Middle Name: l ]

PEPE... ~—————————

IR Date of Birth Year: 2011 ]

Date of Birth Month: ] show Direct Certified

Section 25e... =
Date of Birth Day: 01 J (likely to increase the time for the search)
Gender: Male ,D Search using match critena (begins/contains

ot

Multiple Birth Order: S

MSDS will find and report the student details including the UIC assigned to the student.

*’{;{’IR’ Center for Educational Performance and Information 31'!,%95?3"

‘ of Michigan Website

Profile: Local Su User A |

rehy

SOS Home >
MSDS H«‘t

Student Search

Manage Requests. [7)

Student Data ®
Submission... b
Student Data 3 o Your search yielded 1 result(s).
Downloads...

Filtered on Last Name{Sutcliffeds), First Name(Stuart®s), Birth Year{2011), Barth Month(01), Birth Day(01), Gender
(M)

Certified Data
Reports...

Audit FYE...

Student UIC Last Name First Name Middle Name Date of Birth Gender Multiple Birth Order Student Type

6881210628 | Sutchffe  |Stuart | |01/01/2011 M |o K12
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Bulk UIC Requests using XML

Note: This process is shown with screenshots from Microsoft Excel 2013, but it will work in Microsoft
Excel 2010 as well.

1. Download the UIC Request Schema from the CEPI web page.
a. Click the link CEPI web page for the MSDS Request for UIC Collection.
b. Click the blue bar labeled “Technical Manual” to display a list of files below.
c. Right-click on “2016-17 Request for UIC Schema”, and select “Save target as...”

l MSDS Request for UIC Collection

The Request for UIC collection in the MSDS allows school districts f¢
Identification Codes (UICs) for their students

If a student's UIC is unknown, submit that student's record without a

To vahdate a student's UIC, submut that student's record with a UIC

that the correct UIC has been assigned to that student's record

+ MSDS Secunty Form (District/ISD/PSA/ONSR Users)
= MSDS Security Form (Nonpublic School Users)
s See the CEPI| Calendar Page for our master calendar of
Technical Materials Note: The system will continue to use the curre
) upload files until CEPI completes its system rollover for the 2016-17
Once the rollover has been completed, the Request for UIC schema
system requirements for the 2016-17 school year. 2016-17 Technica
September 2016) will be posted ac ennn ae thav are available

Open in new tab

Open in new window . .
Save target as ‘

s
bia o
Technical Material 8ing Lookup -

2016-17 Collection Compor Inspect element
c d [2016-17 Request for UIC Scieina
2016-17 Request for UIC Sample

2015-16 Request for UIC Schema

2015-16 Request for UIC Sample

2015-16 Collection Component Matrix

UIC Request Using XML Instructions 8

d. Save the file to your computer for use later in the process. The default name of the file
will be “requestforuiccollection2.xml,” but you can rename it if you choose. However,
remember the name and the placement of the file.

2. Create a data extract from your data collection software into either an XML or Microsoft Excel
file.

a. The following data fields are required for each child you are requesting UICs for:

o First Name
e L ast Name

¢ Date of Birth
o Gender
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b. The following data fields are optional for the children you are requesting UICs for:
e Middle Name
o Student Suffix
e Birth Order

c. If you extract your data into an XML File, go to step 3.

d. If you extract your data into an Excel file, go to step 4.

3. If you extracted the data into an XML file, we need to format it so it can be uploaded. First, open
Microsoft Excel.

a. From Microsoft Excel, open the XML file as an XML Table.
e Click “File”.
e Click “Open”.
e Locate the data file in .xml format and click “OKk.
e Choose “As an XML table” in the prompt, then click “Ok.”

Open XML L2 ||

Please select how you would like to open this file:

(71 As a read-only workbook
(7) Use the XML Source task pane

OK ][ Cancel ][ Help

L

b. Your data should appear as a table. Ensure that you have, at a minimum, data that
includes date of birth, first name, last name, and their gender.

Hlype nmirﬂ)ccursd - :

xs:string o| 11/8/2010 Paul MecCartney M
129 xs:string ol 2/11/2011 Ringo Starr M
29 xs:string 0 8/3/2011 John Lennon M
¥s:string 0 9/7/2010 George Harrison M
10/29/2010 Mary Wilson F
4/19/2011 Diana Ross F

6/18/2011 Florence Ballard F |
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1. Ensure your data file has the required information in the columns and is in the proper format.

A B C D E F G
1 |Last Mame First Mame Middle Name Student Suffix Date of Birth BirthOrder Gender
2 |McCartney Paul 11/8/2010 3 M
3 |Starr Ringo Ir 21172011 M
4 |Lennon John Imagine 8/3/2011 M
5 |Harrison  George 9/7/2010 M
& |Wilson Mary 10/29/2010 F
7 |Ross Diana 4/19f2011 2 F
& |Ballard Florence 6/18/2011 F
a. First Name and Last Name can consist of the 26 standard uppercase and lowercase

English letters, spaces, hyphens (-), apostrophes ( * ), periods ( . ), and commas ( , ), but
cannot have any other characters.
e Special characters (such as a or @) cannot be used

b. Date of Birth has to be in yyyy-mm-dd format.
¢ See appendix A for a method to change the date format if necessary
c. Gender must be signified by an UPPERCASE “M” or “F.”

e [t cannot be “Male” or “Female”, or a lowercase “m” or “F”
e See appendix B for a method to change this if necessary

2. Create a new column next to your existing data in the table with the heading “Submitting Entity

Code.”
a. Select the entire column.
b. Change format of the cells in the column to “text” (this will prevent autocorrect from
removing any numbers from the entity code).
c. Putin your five or nine digit entity code for each row that you have data in the

spreadsheet.
i.  If you do not know your entity code, you can look it up on CEPI’s Educational
Entity Master (EEM) web page.

: F
ity Type Code Submitting Entity Code
‘040000001
‘040000001 ’
‘040000001
‘040000001
‘040000001
‘040000001
‘040000001

]

3. Create another new column next to your existing data with the heading “Submitting Entity Type

Code.”

Last Updated: November 2016
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a. In this column, you’ll put a single uppercase “A” if the Submitting Entity Code (the
number from step 4) has nine (9) digits, or an uppercase “D” if your Submitting Entity
Code has five (5) digits.

i. It cannot be a lowercase “a” or “d.”
b. Copy this same letter in the column for all the rows you have data.

D E F
} Gender Code Submitting entity Type Code

mmm = 2 =2 =
I F FF P

4. You should have a dataset that looks similar to this, with a row for each child you are submitting
a request for UIC for

A B C D E F G H I

1 |Last Mame First Name Middle Name Student Suffix Date of Birth BirthOrder Gender Submitting Entity Code Submitting Entity Type Code
2 |McCartney Paul 11/8/2010 3 M '040000001 A

3 |Starr Ringo Ir 2/11/2011 M '040000001 A

4 |Lennon John Imagine 8/3/2011 M "040000001 A

5 |Harrison George 9/7/2010 M "040000001 A

6 |Wilson Mary 10/29/2010 F 'MDDDDDDI A

7 |Ross Diana 4/19/2011 2 F '040000001 A

8 IBaIIard Florence 6/18/2011 F "040000001 A

Q [ |

5. Save this file as a Microsoft Excel (.xls or .xIsx) file in a secure area as it contains Personally
Identifiable Information.

6. Open a new, blank workbook.

7. Ensure the DEVELOPER tab is showing.
a. Toshow the DEVELOPER tab, click “File” on the top menu.

m HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAI
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b. Click “Options” on the left menu.

c. Select “Customize Ribbon” on the left menu (1) and, “Main Tabs” on the right drop-

down (2), click the box next to “Developer” in the list (3), then click “OK” (4).

Excel Options ?
General o
E.E Customize the Ribbon.
Formulas
Choose commands from: Customize the Ribbon:
Procfing Popular Commands El Main Tabs
Save
Language I All Chart Types... - Main Tabs q 2
g Borders r [ B [¥]Home
Advanced Calculate Now Clipboard
o = Center Font
Customize Ribbon % Cenditional Formatting 4 Alignment
Quick Access Toolbar EI Connections Humber
B Copy Styles
1 Add-Ins Custom Sort... L Cells
3‘2 Cut 3 Editing
Trust Center ::‘9 Decrease Font Size [¥] Insert
ﬁ!’j ge::tte E:H;"C \ Page Layout
_‘X € St 2N olumns ® [#] Formulas
57 Delete Sheet Rows
U5 i Data
[ Email
Zr Fill Color , Review (-]
Y Fitter i B [7] View
Font = Developer
A Eunt golnr I’ [@] Add-Ins
ont Size v
Format Cells... Background Removal
¥ Format Painter 3
E| Freeze Panes
A Increase Font Size
Insert Cells...
f Insert Function... l Mew Tab I [ Mew Group ] [ Rename... ]
ity
i Insert Sheet Columns
(E: Insert Sheet Rows Customizations: i
5 be :
Merae & Center 2 mport/Export
A
4 [ 4 Y ] »

d. Hereis an online video showing how to do this in Microsoft Excel 2010 (which is the
same process as Microsoft Excel 2013).

8. Under the DEVELOPER tab, click the “Source” button.
VIEW VIEW DEVELOPER

i=E

s Cod 3 Expansion Packs
Source
n [t Refresh Data

XML

Team

aperties Map Properties @? Irnport

Export

a. Click the “XML Maps...” button on the bottom of the side panel that just opened up.
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This workbook does not contain any XML maps. Click XL
Maps to add an XML map to this workbook,

Options « XML Maps...

ﬂ Tips for mapping XML

b. Inthe new sub window, click “Add...”
[ XML Maps )

XML maps in this workbook:

MName Root MNamespace

4 T

C. Locate the UIC Request Schema you downloaded at the beginning, and click “Open” (the
default file name will be reque_stforuiccolIection2.xml).

Mame 9

. business rules
, Manuals
. Vendor Letters
| Copy of Ready for Mapping.xml

/’—4 requestforuiccollection2.xml

1| m | b

me: requestforuiccollection? - Copyas ’AIIXML Data Sources ("xml; "o vl

Toy Open J ’ Cancel ]

d. Click “Ok.”
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r |
XML Maps 2 S
XML maps in this workbook:
Mame Root Mamespace
Requestfor... Requestfo.. <MNo Mamespace>

|

1

| 3

Delete

Bename.. ] [

oK ] l Cancel

.

e. You should now have your XML Source, which is a list of the XML elements in a side

panel.

XML Source

XML maps in this workbook:
RequestforUICGroup_Map

o RequestforUICGroup
----- = SchemaVersienMajor
----- & SchemaVersionMinor
..... = Collectionld
----- ] CollectionMame
----- = SubmittingSystemVendor
..... = SubmittingSystemMame
----- (=] SubmittingSystemVersion
=-lgF RequestforUIC

=i SubmittingEntity
2] SubmittingEntityTypeCode
‘2] SubmittingEntityCode
155 PersonalCore

..... = LastMame
..... = FirstMame
..... = MiddleMame
..... = StudentSuffix
..... = DateOfBirth

=i SchoolDemographics

..... =] OperatinglSDESANumber
----- = OperatingDistrictNumber
----- =] SchoolFacilityMumber
----- =] StudentldMumber

..... = GradeOrSetting

m

=

To map elements, drag the elements from the tree onto your

worksheet,

Options * XML Maps...
Verify Map for Export...

e Tips for mapping XML
9. The next step is to map the data elements to the page.

Last Updated: November 2016
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a. Click on the folder icon labeled “SubmittingEntity” in the XML Source list, and drag it to

cell Al.

A

TR R (T, R TV S Y

[ el el el i e =
[T ¥y IR U W T NS T S v

17

XML Source

XML maps in this workbook:
RequestforUICGroup_Map

-5 RequestforUICGroup

..... = SchemaVersionMajor

----- ] SchemaVersionMinaor

..... = Collectionld

..... ] CollectionMame

----- = SubrmittingSystermVYendor
----- = SubmittingSystemMame
----- = SubmittingSystemVersion

ubmittingEntity TypeCode
- S SubmittingEntityCode
E{j‘ PersonalCore

=T (s

..... = -'T | acthlame

b. Cells Al and B1 should fill-in with the text “SubmittingEntityTypeCode” for Al and
“SubmittingEntityCode” for Bl. You can make the columns wider as necessary to better

see the column headings.

il SubmittingEntityTypeCode HSuhmittingEntityCudE -

c. Repeat step A but with the “PersonalCore” folder icon from the XML Source list. Drag

and drop it into cell C1.

Last Updated: November 2016
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B C D -
1 XML Source
2 a XML maps in this workbook:
3 RequestforlUICGroup_Map
4 ----- = Submitting SystemMame
3 ----- = SubmittingSystemVersion
6 E@ RequestforlIC
7 2% SubmittingEntity
s| | IIIN TF B SubmittingtntiyTypeCode
g - ittingEntityCode
10 —j\{ﬁ' PersonalCore
al T 11l i T UIC
I | T o .‘_:"[ LastMame
----- .‘_:"[ FirstMame
L IS SN A =] MiddleName
@w, = StudentSuffix
L = DateOfBirth

d. Once again, the cells should autofill with the elements from the Personal Core data fields
(UIC, LastName, FirstName, MiddleName, StudentSuffix, DateofBirth,

MutipleBirthOrder, and Gender).
C D E F G H I J

LastName n FirstName ﬂ MiddleName n StudentSuffix n DateOfBirth n MultipleBirthOrder n Gender R

10. On a new tab, type in the information for the XML Header.
a. Create a new tab by clicking the “+” on the bottom of the page next to the current tab.

»

Sheetl ©)

b. Type the following information in column A, giving each item its own row.
i.  SchemaVersionMajor
ii.  SchemaVersionMinor
iii.  CollectionID
iv.  CollectionName
V.  SubmittingSystemVendor
vi.  SubmittingSystemName
vii.  SubmittingSystemVersion
c. Highlight column B, and change the format of the cells to “text.”
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d. Incolumn B, put the following information VERBATUM next to the columns you just
typed.
i.  Collection
ii. 3
ii. 102
iv.  RequestforUIC
v.  Microsoft

vi.  Excel
vii. 1.0
e. It will look like this:

A B |
SchemaVersionMajor Collection
Schema\VersionMinor 3
CollectionID 02
CollectionMame RequestforUIC

SubmittingSystemVendor Microsoft
SubmittingSystemMName  Excel

b B = VR R S W R oS B

SubmittingSystemVersion rl.D

11. Now, you need to map the XML header elements to the data you just entered.
a. Inthe XML Source list on the right, click the icon labeled “SchemaVersionMajor.” Drag
and drop it onto cell B1 where the word “Collection” appears.

(e A B -

1 |SchemaVersionMajor Collection XML Source

2 |SchemaVersionMinor :3 XML maps in this workbook:

3 |CollectionID 102 equestforllCGroup_Map

4 |CollectionName RequestforUIC

5 |SubmittingSystemVendor Microsoft __

& |SubmittingSystemMame  Excel [ SchemaVersionMinor

7 | SubmittingSystemVersion o ] & Collectionld

- 1 ] CollectionMame

o | e & SubmittingSystemVendor

w0 il = | SubmittingSystermMame

P I N | O | I S = | SubmittingSystemVersion

b. If a message pops up that indicates, “The data that you are attempting to map contains
formatting that is incompatible with the format specified in the worksheet,” click “Match
element data type.”

[ Microsoft Excel ﬁw

l b The data that you are attempting to map contains formatting that is incompatible with the format specified in the worksheet,

[ Use existing formatting ] [ Match element data type Cancel ]

c. Repeat the above process for the rest of the header elements. Drag and drop them onto
their corresponding header data (column B).
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| A B -
1 |SchemaVersionMajor Collection XML Source
2 |SchemaVersionMinor :3 ¥ML maps in this workbook:
3 |CollectionID 102 RequestforllCGroup_Map
4 |CollectionName Requestfor =% RequestforICGroup
5 |SubmittingSystemVendor Microsoft . SchemaVersienMajor
& |SubmittingSystemMame  Excel N SchemaVersionMinor
7 | SubmittingSystemVersion .0 Y Collectionld
8 CollectionMame
g SubmittingSystemVendor
10 i SubmittingSysternMame
1 SubrnittingSysterVersion

d. If done properly, the elements in column B will be outlined in a blue line, and the
elements in the XML Source list will now be bolded.

A B -
1 SchemaVersionMajor Collection XML Source
2 |SchemaVersionMinor 3 ¥ML maps in this workbook:
3 |CollectionlD 102 RequestforJlCGroup_Map
4 |CollectionMame ReguestforUIC o-B RequestforUICGroup
5 |SubmittingSystemVendor |Microsoft | | | i ﬂ
6 |SubmittingSystemMame  |Excel || | | i 7 SchemaVersionMinor
7 |SubmittingSystemVersion L0 | | | L. = Collectionld
s 0 0l i ] CollectionMame
g | 0 e E | SubmittingSystemVendor
o 0wl = = SubmittingSystemMame
“al e = SubmittingSystemVersion

Now, to add the data from your database excerpt to the mapped spreadsheet,

a. Bring up your spreadsheet with the child data on it.
A B C D E F G H I

1 |Last Mame First Name Middle Name Student Suffix Date of Birth BirthOrder Gender Submitting Entity Code Submitting Entity Type Code
2 |McCartney Paul 11/8/2010 3 M "040000001 A

3 | Starr Ringo Ir 2/11/2011 M '040000001 A

4 |Lennon John Imagine 8/3/2011 M "040000001 A

5 |Harrison George 9/7/2010 M "040000001 A

6 |Wilson Mary 10/29/2010 F '040000001 A

7 |Ross Diana 4/19/2011 2 F 'MDDDDDDI A

] IBaIIard Florence 6/18/2011 F "040000001 A

Q [ |

b. Select all of the last names of the children, making sure that you DO NOT select the
header cell labeled “Last Name.”
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A E
Last Mame First Name Mic

McCartney |Paul
Starr Ringo
Lennon John Imz

Harrison |George
Wilson Mary
Ross Diana
Ballard _FIDrence

1
2
3
4
5
6
7
8

c. Copy these cells by pressing Ctrl+c on your keyboard.
d. Open up your mapped spreadsheet, and pull up the first tab that looks like this:
B C D E F G

H 1 J

j8l SubmittingEntityCode n mcﬂ LastNameﬂ FirstName n MiddIeNamenStudentSuﬂix n DateOfBirth n MultipleBirthOrder n Gender 4
2
3
4
e. Paste the information that was copied by selecting the cell directly below the cell labeled
“LastName” (in this case, cell D2), and press Ctrl+v.
C D E
d UIC hal LastName Rd FirstMa
McCartney
Starr
Lennon
Harrison
Wilson
Ross
Ballard
M
f. Repeat to copy and paste all of the data from your excerpt spreadsheet into your mapped
spreadsheet. Make sure to leave the column titled “UIC” (in this case, column C) blank.
g. Your spreadsheet should now look similar to this:
A B C D E F G H 1 J
j 3l submittingEntityTypeCode nsuhmittingEntityCode - Ulcﬂ I.astl\lamen FirstNamen MiddIeName-StudentSuﬂix - DateOfBirthﬂ MultipleBirthOrder - Gender kd
2 |A "0a0000001 McCartney  Paul 11/8/2010 3 M
3 A "0a0000001 Starr Ringo Ir 2/11/2011 M
4 A "040000001 Lennon John Imagine 8/3/2011 M
S A 040000001 Harrison George 9/7/2010 M
6 |A TCMOOOOOOI Wilson Mary 10/29/2010 [
7 A '040000001 Ross Diana 4/19/2011 2 F
8 |A "0a0000001 Ballard Florence 6/18/2011 F

13. Export your data into an XML Excerpt.
a. In the options menu, at the top of the page, under DEVELOPER, click the “Export”
button that is located next to the “Source” button.
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VIEW

i=E

Source

DEVELOPER Team

@?. Import
42| Expansion Packs E;'..,r Export
Refresh Data

Map Properties

KWL

N

Name your file (1), ensure that the Save as type: is “XML Files (*.xml)” (2), and click

“Export” (3). Note: Make sure this file is saved to a secure location, as it will contain

Personally Identifiable Information!
[ RTTT - Shortcut

|| testing.xml

Libraries

] Documents
I Music

|| Pictures

f Videos | L1

(S BN ERl S ergeantPeppersLonelyHeartsClubBand

&~

Save as type: | XML Files (*xml)

E: Meumann, Andrew (CEPI)

ide Folders

Tags: Add atag

Tools =~ [ Export

J

Cancel ]

14. Go to the Michigan Student Data System (MSDS) web page. Log in using your S§O login

information.
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15. Under “Student Data Submission...,” on the left menu, click on “Upload File.”

Manage Requests.[H]

Student Data
Submission...

Upload Fil=
Uploaded File Status

e

Student Data
Downloads...

Data Staging Area

The Student Dat

(U S

16. Upload the XML file.

SDS File Upload

Collection: |Request for UIC Caollection Vl
For more information on the Collections refer to the Collection Data Field
CI Descriptions report on the Report Menu.
Description: The Request for UIC collection in the MSDS allows school districts to
obtain or validate Unique Identification Codes {(UICs) for their students. fa)

If a student's UIC is unknown, submit that student’s record without a UIC

(UIC field would be blank]).

User Notes: It was 20 years ago today, Sergeant Pepper taught the band to play.
They've been going in and out of style, but they're guarantzad to raiss =
smile.

b So may 1 introduce to you, the act you've known for all these years:

SEARGEANT PEPPERS LOMELY HEARTS CLUB BAND!

[ click here to receive a notification message when file has been processed

File Mame: C:\Users\NeumannAl\Desktop\SergeantPeppersLonelyHeartsCly  Browse...

Upload File

a. Under Collection, choose “Request for UIC Collection.” The Description will fill in
automatically.

b. Put in any notes for the file. These are notes to assist you in identifying different upload
files (e.g. different groups/buildings).

c. Click “Browse”, select the file, and then click “Ok”.

d. Click “Upload File”.
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17. Make sure you get a message indicating the file was uploaded successfully.

i File Upload Successful

SergeantPeppersLonelyHeartsClubBand.xml was uploaded
successfully.

Ok

18. Go to “Uploaded File Status” on the left menu.

SD5 Home

M5DS Home

Manage Reguests. 7]

Student Data
Submission...

Upload File

Uploaded File Status
/ Data Staging Area

Student Data
Downloads...

Search...

Certified Data

Reports... The Student Dat

PSR RPN
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19. Select “Request for UIC Collection”, then click “Filter”.

File Upload Status

Select your filter critena...

Uploaded Date From: I:I +H g To: I:I HHH

Collection: Request for UIC Collection el
Status: | Select Status Vl

20. The next screen will tell you the status of the file you just uploaded.

Collection Zip File Name File Name Notes Uploaded Date Source Status Uploaded By User Cancel Upload?
Reguest SergeantPeppersLonelyHeartsClubBand.xml 06/04,/2015 File Written to | Andrew J Neumann || Cancel Upload
for UIC 11:22 AM Upload |Queue -
Collection ) Available b
for
Processing
Request SergeantPeppersLonelyHeartsClubBand 06/04,/2015 File Failed File |Andrew ] Neumann
for UIC bad.xml 11:21 AM Upload |Level -~
Collection 1) Validation "
Reguest SergeantPeppersLonelyHeartsClubBand.xml 06/04,/2015 File Processed | Andrew ] Neumann
for UIC 11:19 AM Upload |Successfully
Collection ) d

a. The column labeled “Status” will identify what state the file is in.

b. Ifitis processing, press “F3,” or refresh your browser to update the page periodically.
The larger the data file, the longer it will take to process.

c. Ifthe process is not successful, it will state “Failed....” with a reason.

d. Ifthe process is successful, it will state “Processed Successfully.”

21. If the file uploaded successfully, go to step 25. If it failed, click the file name to find out more
about what caused the file to not upload properly.

Reguest SergeantPeppersLonelyHeartsClubBand 06/04/2015 File Failed File |aAndr
for UIC bad.xml 11:21 AM Upload |Level

Collection 1) Validation

L + Crrmman Nemmarel anchiddaacbarh O and waal neinafnec =il Meneneeo A A

a. The next screen will tell you more information about the file. At the bottom, it will
describe why the file was unable to upload. In this case, the Entity Code Type was a
lowercase “a”, which caused the file to fail. If you can, fix the issue in the file, and try to
upload again.
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Collection: Request for UIC Collection
File Name: SergeantPeppersLonelyHeartsClubBand bad.xml

SergeantPeppersLonelyHeartsClubBand

Stored File Name: bad_20150604112059049.xm|

MNotes:

Upload Date: 6/4/2015 11:21:00 AM
Upload Source: File Upload UI

Upload Status: Failed File Level Validation
Status Description:

Uploaded By: Andrew 1 Neumann

Submitting System Mame:
Submitting System Version:

Submitting System Vendor:

Mo Submitting Entities Found

Records Contained: Unable to Determine

The 'SubmittingEntityTypeCode’ element is invalid - The
value 'a" is invalid according to its datatype
'SubmittingEntityTypeCodeType' - The Enumeration
constraint failed.

Validation Error:
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22. Once the file is uploaded, go to the “Data Staging Area” by clicking on the left menu.

DS Home

M5DS Home

Manage Requests.[x]

Student Data Michig:
Submission... _
Upload File Fs.

Uploaded File Status
Data Staging Arsa

Student Data
Downloads...

Certified Data
Reports...

The Student Dat

[ . R—— Y

23. A new window will appear letting you filter for Submitting Entity and the Collection type:
a. Enter your Entity code.
b. Select the drop-down option “Request for UIC Collection”.
C. Click on the “Filter” button.

Center for Educational Performance and Information

Profile: Local Super Us

3
Staging Area

Manage Reguests._[F]

Student Data

Submission...
Upload File Select your filter critena...
Uploaded File Status Submitting Entity: |Grand Ledge Fublic Scheols (23080) |
Data Staging Area Collection: | Request for UIC Collaction |

Student Data Certification Status: | Select One v

Downloads...

FC

i

The search criteria that was entered returned no results.
Certified Data
Reports...

Audit FTE...

]

Grad Cohort...
PEPE...

General Reports...
Section 25e...

H|H|H

24. There will now be a list of Request for UIC Collection items displayed.
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a. Click in the leftmost column on the underlined name of the Collection you want to
review.

Your search yielded 1 result(s).

Collection Submitting Entity Students Certification Status Last Certified

Reguest Grand Ledge Public | 315 Certification not Upl
for UIC Schools (23060) Required
1 Collection
10 v ||

25. Here will be the UICs assigned to the children you uploaded as well as the list of children you

need to resolve.

YOUr searcn Yieligeda s resuitis).

Select School Facility # User Notes UIC Last Name First Name Gender
] 4301820284 |Ballard Florence F 06/18/2011
arrison eorge
1057421867 |H G M 09/07/2010
|:| 8436629955 | Lennon John M 0B8/03/2011
|:| 2794078450 | McCartney |Paul M 11/08/2010
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Appendices

Appendix A: Changing the date format for XML Upload

1. Start by selecting the entire date column in your data (not on the mapped document, but the

original data).

E

ix|Date of Birth |Bi
11/8/2010
2/11/2011
8/3/2011
9/7/2010
10/29/2010
4/19/2011 |2
6/18/2011

[¥§]

2. Right-click on the letter above the column, and select “Format Cells...”

E F G
ix|Date of Birtl 96 Cut 51
11/8/2010 E3 Copy (]
2/11/2011 T}, Paste Options: :D‘
8/3/2011 o 0
9/7/2010 O 0
10/29/2010 Paste Special... 'U.‘
4/19/2011 Insert :'3"
6/18/2011 Delete 0

Clear Contents
Eormat Cells...
Colurmn 'u‘."iu:lth,,,\
Hide
Unhide
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3. On the list that appears, make sure that the tab is on “Number” (1), and click “Custom” on the list
().
i Format Cells m1

|Alignment I Font I Border | Fill I Protection

Categony
General « | [Sample
Number Date of Birth
Currency
Accountini
Time o — <
Percentage *Wednesday, March 14, 2012 |§
- 314
Fraction
Scientific 34712
03/1412
Teut 14-M
Special e

2 ustom 14-Mar-12
Locale {location):
English (United States] [~]

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk [*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

[ ok || canel

4. Inthe “Type” field, input “yyyy-mm-dd” and then click “OK.”

.
Format Calls |.7@ & |
Mumber | Alignment I Font I Border | Fill I Praotection |
LCategory:
General o | Sample
Mumber Date of Birth
Currency
Accounting Type:
Date
Time yyyy-mm-dd
Percentage/ 0% -
Fraction 0.00%
Scientific 0.00E+00
Text ##0,0E+0
Special #7377 N
EET— | |- =
m/diyyyy
d-mmm-yy
d-mmm
mmm-yy
h:mm AM/PM e
-
Type the number format code, using one of the existing codes as a starting point.

N

5. LThe dates for the Date of Birth have been changed to the correct f(;rmat for the XML upload.
Copy and paste the data into the XML mapped file (step 15 in the “UIC Request using XML
instructions v2.0”).
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i%| Date of Birth

2010-11-08
2011-02-11
2011-08-03
2010-09-07
2010-10-29
2011-04-19
2011-06-18

W rm
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Appendix B: How to change “Male” and “Female”, or “m” and “f” to “M” and F”

1. Insert a column next to the column you want to change.

a.

Right-click on the column to the right of the column that contains the data, then
click “Insert.”

[T- TN - T - T 7 I S T g o

= el = =l
RRE L RKEB

Gender
Male
Female
Female
Male

Last Updated: November 2016
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Datz_ '-x-“
ER

| Iy

Copy

Paste Options:

o

Paste Special...
Insert
Delete
Clear Contents

Format Cells...

Column Width...

Hide
Unhide
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b. A blank column should appear.
A B

Gender
Male
Female

Female
Male

=l " W R

2. Insert a formula in the new column to change “Male” and “Female” to “M” and “F.”
a. If the column with “Male” and “Female” is column A, then in cell B2, type the
formula =IF(A2="Male”,”M”,”F”).
A B
Gender
[Male =IF(£2="Male","M","F")
Female

Female
Male

[ TN 4y IR O R S R

b. Press “Enter” on the keyboard. The cell should display an “M” if the original data
had “Male”, or “F” if the original data had “Female.”
A B

1 |Gender |
2 Male I

3 |Female
4
]

Female
Male

c. Click back on the cell with the formula. Click the small square on the bottom right
of the cell, and drag it down to the bottom of the data table.
A B
Gender I
|Male W
Female

Female
Male

[ I Wy R S N R S R
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The formula will be copied down the table and will create an “M” or “F” accordingly.

n
Gender
Male
Female
Female
Male

[N Y, A - TF I S

Instructions for Requesting UICs

=7 Tm=

. Copy the already selected cells by pressing Ctrl+c.
e. On the top cell, with data in the original “Male” and “Female” column, right-click
and select the “Paste Values” button.

i. Note: This will change the values of the column you created to show all “F”,
disregard this change.

1 Gender

2 |Male
3 |Female
4 |Female
5 |Male

B

Em
o

=

I = O~ A -5 50

""""""" ey
Cut '
/.
Copy /
Paste Options: IS
e il il il
I ﬁl._- -F’E n"{!t‘

il
m - [ ]
Paste Special... »
Insert Copied Cells...
Delete...
Clear Contents

Mhirl Analecic

f. Delete the column that the formula was created in by right-clicking the letter above
the column and clicking “Delete...”

A

Gender
M

F
E
M

W =l o s W R =

[
=

11

B i~
d6 Cut
F \Em Copy
F Paste Options:
F
F
Insert

I Jar Contents

' Forrmat Cells..,

g. Your data now is displayed as “M” and “F” in place of “Male” or “Female.”
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Gender

{:]E 1]
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	Introduction 
	This document is a guide for administrators at Non-Educational Entities who are seeking to request state Unique Identification Codes (UICs) for students.  There are two sets of instructions: single requests involving manual entry into the Michigan Student Data System (MSDS) or via a bulk data file upload. 
	Please note that the document is a visual guide.  This is intentional.  The MSDS displays a graphical interface on the screen, and users will interact with it by either typing data when prompted or by clicking on different screen elements.  The images and accompanying text serve to lead school administrators, who may have limited experience with MSDS, through the UIC request process by showing them what they see. 
	Help and Resources 
	If you have questions not covered by this manual or our other posted support material, please contact our customer support team at 
	If you have questions not covered by this manual or our other posted support material, please contact our customer support team at 
	cepi@michigan.gov
	cepi@michigan.gov

	. Email allows us to better research and respond to your questions; but if email is not an option, you can call us at 517-335-0505 x3.  

	Single UIC Requests 
	To look up or create a UIC for an individual student, you will need to log into the MSDS system using your account username and password details.  When you see the Home screen: 
	1. Click on the “Search…” item in the menu at the left of the screen. 
	1. Click on the “Search…” item in the menu at the left of the screen. 
	1. Click on the “Search…” item in the menu at the left of the screen. 

	2. The option to run a “Student Search” will now show.  Click on it. 
	2. The option to run a “Student Search” will now show.  Click on it. 


	 
	Figure
	The “Student Search” window will appear.  You will need to: 
	3. Enter as much identifying information as you have into the web form. 
	3. Enter as much identifying information as you have into the web form. 
	3. Enter as much identifying information as you have into the web form. 

	4. Then click the “Filter” button near the bottom. 
	4. Then click the “Filter” button near the bottom. 


	 
	Figure
	MSDS will run a search based upon the information you have entered.  If MSDS cannot find the student, it will display the following window: 
	5. To request a UIC for the student, click on the button that reads “Add This Student.” 
	5. To request a UIC for the student, click on the button that reads “Add This Student.” 
	5. To request a UIC for the student, click on the button that reads “Add This Student.” 


	 
	Figure
	MSDS will display the “Add Student” screen and automatically populate information fields using the data you submitted for MSDS to run a search. 
	6. You will need to ensure all the required fields (i.e., those fields prefixed with an asterisk *) have information in them before submitting them. 
	6. You will need to ensure all the required fields (i.e., those fields prefixed with an asterisk *) have information in them before submitting them. 
	6. You will need to ensure all the required fields (i.e., those fields prefixed with an asterisk *) have information in them before submitting them. 
	6. You will need to ensure all the required fields (i.e., those fields prefixed with an asterisk *) have information in them before submitting them. 
	a. Make sure to select the appropriate Collection choices from the dropdown box.  In this instance, it will be “Request for UIC Collection.” 
	a. Make sure to select the appropriate Collection choices from the dropdown box.  In this instance, it will be “Request for UIC Collection.” 
	a. Make sure to select the appropriate Collection choices from the dropdown box.  In this instance, it will be “Request for UIC Collection.” 

	b. When you are satisfied with the student details, click on the button that reads “Submit/Go To Details.” 
	b. When you are satisfied with the student details, click on the button that reads “Submit/Go To Details.” 





	 
	Figure
	MSDS will generate a new UIC.  The next screen displays the search details for the student along with the UIC: 
	7. You will need to decide whether to submit additional information about the student (i.e., Personal Core fields). 
	7. You will need to decide whether to submit additional information about the student (i.e., Personal Core fields). 
	7. You will need to decide whether to submit additional information about the student (i.e., Personal Core fields). 
	7. You will need to decide whether to submit additional information about the student (i.e., Personal Core fields). 
	a. To submit more information, click the component drop box to select the component you want to add.  Then click the add component and follow the prompts. Note: this is an optional step – you do not need to perform it to receive a new UIC. 
	a. To submit more information, click the component drop box to select the component you want to add.  Then click the add component and follow the prompts. Note: this is an optional step – you do not need to perform it to receive a new UIC. 
	a. To submit more information, click the component drop box to select the component you want to add.  Then click the add component and follow the prompts. Note: this is an optional step – you do not need to perform it to receive a new UIC. 

	b. To simply submit the student data and make the UIC permanent, click the “Submit” button. 
	b. To simply submit the student data and make the UIC permanent, click the “Submit” button. 





	 
	Figure
	If you search for an existing student, (perhaps the student you just entered)… 
	 
	 
	 
	Figure
	MSDS will find and report the student details including the UIC assigned to the student. 
	 
	Figure
	  
	Bulk UIC Requests using XML 
	Note: This process is shown with screenshots from Microsoft Excel 2013, but it will work in Microsoft Excel 2010 as well. 
	1. Download the UIC Request Schema from the CEPI web page. 
	1. Download the UIC Request Schema from the CEPI web page. 
	1. Download the UIC Request Schema from the CEPI web page. 
	1. Download the UIC Request Schema from the CEPI web page. 
	a. Click the link 
	a. Click the link 
	a. Click the link 
	a. Click the link 
	CEPI web page for the MSDS Request for UIC Collection
	CEPI web page for the MSDS Request for UIC Collection

	. 


	b. Click the blue bar labeled “Technical Manual” to display a list of files below. 
	b. Click the blue bar labeled “Technical Manual” to display a list of files below. 

	c. Right-click on “2016-17 Request for UIC Schema”, and select “Save target as…” 
	c. Right-click on “2016-17 Request for UIC Schema”, and select “Save target as…” 

	d. Save the file to your computer for use later in the process. The default name of the file will be “requestforuiccollection2.xml,” but you can rename it if you choose.  However, remember the name and the placement of the file. 
	d. Save the file to your computer for use later in the process. The default name of the file will be “requestforuiccollection2.xml,” but you can rename it if you choose.  However, remember the name and the placement of the file. 

	a. The following data fields are required for each child you are requesting UICs for: 
	a. The following data fields are required for each child you are requesting UICs for: 
	a. The following data fields are required for each child you are requesting UICs for: 
	 First Name 
	 First Name 
	 First Name 

	 Last Name 
	 Last Name 

	 Date of Birth 
	 Date of Birth 

	 Gender 
	 Gender 




	b. The following data fields are optional for the children you are requesting UICs for: 
	b. The following data fields are optional for the children you are requesting UICs for: 
	b. The following data fields are optional for the children you are requesting UICs for: 
	 Middle Name 
	 Middle Name 
	 Middle Name 

	 Student Suffix 
	 Student Suffix 

	 Birth Order 
	 Birth Order 




	c. If you extract your data into an XML File, go to step 3. 
	c. If you extract your data into an XML File, go to step 3. 

	d. If you extract your data into an Excel file, go to step 4. 
	d. If you extract your data into an Excel file, go to step 4. 

	a. From Microsoft Excel, open the XML file as an XML Table. 
	a. From Microsoft Excel, open the XML file as an XML Table. 
	a. From Microsoft Excel, open the XML file as an XML Table. 
	 Click “File”. 
	 Click “File”. 
	 Click “File”. 

	 Click “Open”. 
	 Click “Open”. 

	 Locate the data file in .xml format and click “Ok. 
	 Locate the data file in .xml format and click “Ok. 

	 Choose “As an XML table” in the prompt, then click “Ok.” 
	 Choose “As an XML table” in the prompt, then click “Ok.” 




	b. Your data should appear as a table.  Ensure that you have, at a minimum, data that includes date of birth, first name, last name, and their gender. 
	b. Your data should appear as a table.  Ensure that you have, at a minimum, data that includes date of birth, first name, last name, and their gender. 





	 
	Figure
	2. Create a data extract from your data collection software into either an XML or Microsoft Excel file. 
	2. Create a data extract from your data collection software into either an XML or Microsoft Excel file. 
	2. Create a data extract from your data collection software into either an XML or Microsoft Excel file. 


	3. If you extracted the data into an XML file, we need to format it so it can be uploaded.  First, open Microsoft Excel.  
	3. If you extracted the data into an XML file, we need to format it so it can be uploaded.  First, open Microsoft Excel.  
	3. If you extracted the data into an XML file, we need to format it so it can be uploaded.  First, open Microsoft Excel.  


	 
	Figure
	 
	Figure
	  
	1. Ensure your data file has the required information in the columns and is in the proper format. 
	1. Ensure your data file has the required information in the columns and is in the proper format. 
	1. Ensure your data file has the required information in the columns and is in the proper format. 


	 
	Figure
	a. First Name and Last Name can consist of the 26 standard uppercase and lowercase English letters, spaces, hyphens (-), apostrophes ( ‘ ), periods ( . ), and commas ( , ), but cannot have any other characters. 
	a. First Name and Last Name can consist of the 26 standard uppercase and lowercase English letters, spaces, hyphens (-), apostrophes ( ‘ ), periods ( . ), and commas ( , ), but cannot have any other characters. 
	a. First Name and Last Name can consist of the 26 standard uppercase and lowercase English letters, spaces, hyphens (-), apostrophes ( ‘ ), periods ( . ), and commas ( , ), but cannot have any other characters. 

	 Special characters (such as ᾶ or ᴂ) cannot be used 
	 Special characters (such as ᾶ or ᴂ) cannot be used 

	b. Date of Birth has to be in yyyy-mm-dd format.  
	b. Date of Birth has to be in yyyy-mm-dd format.  
	b. Date of Birth has to be in yyyy-mm-dd format.  
	 See appendix A for a method to change the date format if necessary 
	 See appendix A for a method to change the date format if necessary 
	 See appendix A for a method to change the date format if necessary 




	c. Gender must be signified by an UPPERCASE “M” or “F.” 
	c. Gender must be signified by an UPPERCASE “M” or “F.” 

	 It cannot be “Male” or “Female”, or a lowercase “m” or “F” 
	 It cannot be “Male” or “Female”, or a lowercase “m” or “F” 
	 It cannot be “Male” or “Female”, or a lowercase “m” or “F” 
	 See appendix B for a method to change this if necessary 
	 See appendix B for a method to change this if necessary 
	 See appendix B for a method to change this if necessary 





	 
	2. Create a new column next to your existing data in the table with the heading “Submitting Entity Code.” 
	2. Create a new column next to your existing data in the table with the heading “Submitting Entity Code.” 
	2. Create a new column next to your existing data in the table with the heading “Submitting Entity Code.” 

	a. Select the entire column. 
	a. Select the entire column. 

	b. Change format of the cells in the column to “text” (this will prevent autocorrect from removing any numbers from the entity code). 
	b. Change format of the cells in the column to “text” (this will prevent autocorrect from removing any numbers from the entity code). 

	c. Put in your five or nine digit entity code for each row that you have data in the spreadsheet. 
	c. Put in your five or nine digit entity code for each row that you have data in the spreadsheet. 

	i. If you do not know your entity code, you can look it up on 
	i. If you do not know your entity code, you can look it up on 
	i. If you do not know your entity code, you can look it up on 
	CEPI’s Educational Entity Master (EEM) web page.
	CEPI’s Educational Entity Master (EEM) web page.
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	3. Create another new column next to your existing data with the heading “Submitting Entity Type Code.” 
	3. Create another new column next to your existing data with the heading “Submitting Entity Type Code.” 
	3. Create another new column next to your existing data with the heading “Submitting Entity Type Code.” 


	a. In this column, you’ll put a single uppercase “A” if the Submitting Entity Code (the number from step 4) has nine (9) digits, or an uppercase “D” if your Submitting Entity Code has five (5) digits. 
	a. In this column, you’ll put a single uppercase “A” if the Submitting Entity Code (the number from step 4) has nine (9) digits, or an uppercase “D” if your Submitting Entity Code has five (5) digits. 
	a. In this column, you’ll put a single uppercase “A” if the Submitting Entity Code (the number from step 4) has nine (9) digits, or an uppercase “D” if your Submitting Entity Code has five (5) digits. 

	i. It cannot be a lowercase “a” or “d.” 
	i. It cannot be a lowercase “a” or “d.” 

	b. Copy this same letter in the column for all the rows you have data. 
	b. Copy this same letter in the column for all the rows you have data. 
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	4. You should have a dataset that looks similar to this, with a row for each child you are submitting a request for UIC for 
	4. You should have a dataset that looks similar to this, with a row for each child you are submitting a request for UIC for 
	4. You should have a dataset that looks similar to this, with a row for each child you are submitting a request for UIC for 
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	5. Save this file as a Microsoft Excel (.xls or .xlsx) file in a secure area as it contains Personally Identifiable Information. 
	5. Save this file as a Microsoft Excel (.xls or .xlsx) file in a secure area as it contains Personally Identifiable Information. 
	5. Save this file as a Microsoft Excel (.xls or .xlsx) file in a secure area as it contains Personally Identifiable Information. 


	 
	6. Open a new, blank workbook. 
	6. Open a new, blank workbook. 
	6. Open a new, blank workbook. 


	 
	7. Ensure the DEVELOPER tab is showing. 
	7. Ensure the DEVELOPER tab is showing. 
	7. Ensure the DEVELOPER tab is showing. 

	a. To show the DEVELOPER tab, click “File” on the top menu. 
	a. To show the DEVELOPER tab, click “File” on the top menu. 
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	b. Click “Options” on the left menu. 
	b. Click “Options” on the left menu. 
	b. Click “Options” on the left menu. 
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	c. Select “Customize Ribbon” on the left menu (1) and, “Main Tabs” on the right drop-down (2), click the box next to “Developer” in the list (3), then click “OK” (4). 
	c. Select “Customize Ribbon” on the left menu (1) and, “Main Tabs” on the right drop-down (2), click the box next to “Developer” in the list (3), then click “OK” (4). 
	c. Select “Customize Ribbon” on the left menu (1) and, “Main Tabs” on the right drop-down (2), click the box next to “Developer” in the list (3), then click “OK” (4). 
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	d. Here is an online video showing how to do this in Microsoft Excel 2010
	d. Here is an online video showing how to do this in Microsoft Excel 2010
	d. Here is an online video showing how to do this in Microsoft Excel 2010
	d. Here is an online video showing how to do this in Microsoft Excel 2010
	d. Here is an online video showing how to do this in Microsoft Excel 2010

	 (which is the same process as Microsoft Excel 2013). 



	 
	8. Under the DEVELOPER tab, click the “Source” button. 
	8. Under the DEVELOPER tab, click the “Source” button. 
	8. Under the DEVELOPER tab, click the “Source” button. 
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	a. Click the “XML Maps…” button on the bottom of the side panel that just opened up. 
	a. Click the “XML Maps…” button on the bottom of the side panel that just opened up. 
	a. Click the “XML Maps…” button on the bottom of the side panel that just opened up. 
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	b. In the new sub window, click “Add…” 
	b. In the new sub window, click “Add…” 
	b. In the new sub window, click “Add…” 
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	c. Locate the UIC Request Schema you downloaded at the beginning, and click “Open” (the default file name will be requestforuiccollection2.xml). 
	c. Locate the UIC Request Schema you downloaded at the beginning, and click “Open” (the default file name will be requestforuiccollection2.xml). 
	c. Locate the UIC Request Schema you downloaded at the beginning, and click “Open” (the default file name will be requestforuiccollection2.xml). 
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	d. Click “Ok.” 
	d. Click “Ok.” 
	d. Click “Ok.” 
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	e. You should now have your XML Source, which is a list of the XML elements in a side panel. 
	e. You should now have your XML Source, which is a list of the XML elements in a side panel. 
	e. You should now have your XML Source, which is a list of the XML elements in a side panel. 
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	9. The next step is to map the data elements to the page. 
	9. The next step is to map the data elements to the page. 
	9. The next step is to map the data elements to the page. 


	a. Click on the folder icon labeled “SubmittingEntity” in the XML Source list, and drag it to cell A1. 
	a. Click on the folder icon labeled “SubmittingEntity” in the XML Source list, and drag it to cell A1. 
	a. Click on the folder icon labeled “SubmittingEntity” in the XML Source list, and drag it to cell A1. 
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	b. Cells A1 and B1 should fill-in with the text “SubmittingEntityTypeCode” for A1 and “SubmittingEntityCode” for B1.  You can make the columns wider as necessary to better see the column headings. 
	b. Cells A1 and B1 should fill-in with the text “SubmittingEntityTypeCode” for A1 and “SubmittingEntityCode” for B1.  You can make the columns wider as necessary to better see the column headings. 
	b. Cells A1 and B1 should fill-in with the text “SubmittingEntityTypeCode” for A1 and “SubmittingEntityCode” for B1.  You can make the columns wider as necessary to better see the column headings. 
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	c. Repeat step A but with the “PersonalCore” folder icon from the XML Source list. Drag and drop it into cell C1. 
	c. Repeat step A but with the “PersonalCore” folder icon from the XML Source list. Drag and drop it into cell C1. 
	c. Repeat step A but with the “PersonalCore” folder icon from the XML Source list. Drag and drop it into cell C1. 
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	d. Once again, the cells should autofill with the elements from the Personal Core data fields (UIC, LastName, FirstName, MiddleName, StudentSuffix, DateofBirth, MutipleBirthOrder, and Gender). 
	d. Once again, the cells should autofill with the elements from the Personal Core data fields (UIC, LastName, FirstName, MiddleName, StudentSuffix, DateofBirth, MutipleBirthOrder, and Gender). 
	d. Once again, the cells should autofill with the elements from the Personal Core data fields (UIC, LastName, FirstName, MiddleName, StudentSuffix, DateofBirth, MutipleBirthOrder, and Gender). 
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	10.  On a new tab, type in the information for the XML Header. 
	10.  On a new tab, type in the information for the XML Header. 
	10.  On a new tab, type in the information for the XML Header. 

	a. Create a new tab by clicking the “+” on the bottom of the page next to the current tab. 
	a. Create a new tab by clicking the “+” on the bottom of the page next to the current tab. 


	 
	Figure
	Figure
	b. Type the following information in column A, giving each item its own row. 
	b. Type the following information in column A, giving each item its own row. 
	b. Type the following information in column A, giving each item its own row. 

	i. SchemaVersionMajor 
	i. SchemaVersionMajor 

	ii. SchemaVersionMinor 
	ii. SchemaVersionMinor 

	iii. CollectionID 
	iii. CollectionID 

	iv. CollectionName 
	iv. CollectionName 

	v. SubmittingSystemVendor 
	v. SubmittingSystemVendor 

	vi. SubmittingSystemName 
	vi. SubmittingSystemName 

	vii. SubmittingSystemVersion 
	vii. SubmittingSystemVersion 

	c. Highlight column B, and change the format of the cells to “text.” 
	c. Highlight column B, and change the format of the cells to “text.” 


	 
	  
	d. In column B, put the following information VERBATUM next to the columns you just typed. 
	d. In column B, put the following information VERBATUM next to the columns you just typed. 
	d. In column B, put the following information VERBATUM next to the columns you just typed. 

	i. Collection 
	i. Collection 

	ii. 3 
	ii. 3 

	iii. 102 
	iii. 102 

	iv. RequestforUIC 
	iv. RequestforUIC 

	v. Microsoft 
	v. Microsoft 

	vi. Excel 
	vi. Excel 

	vii. 1.0 
	vii. 1.0 

	e. It will look like this: 
	e. It will look like this: 
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	11.  Now, you need to map the XML header elements to the data you just entered. 
	11.  Now, you need to map the XML header elements to the data you just entered. 
	11.  Now, you need to map the XML header elements to the data you just entered. 

	a. In the XML Source list on the right, click the icon labeled “SchemaVersionMajor.” Drag and drop it onto cell B1 where the word “Collection” appears. 
	a. In the XML Source list on the right, click the icon labeled “SchemaVersionMajor.” Drag and drop it onto cell B1 where the word “Collection” appears. 
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	b. If a message pops up that indicates, “The data that you are attempting to map contains formatting that is incompatible with the format specified in the worksheet,” click “Match element data type.” 
	b. If a message pops up that indicates, “The data that you are attempting to map contains formatting that is incompatible with the format specified in the worksheet,” click “Match element data type.” 
	b. If a message pops up that indicates, “The data that you are attempting to map contains formatting that is incompatible with the format specified in the worksheet,” click “Match element data type.” 
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	c. Repeat the above process for the rest of the header elements. Drag and drop them onto their corresponding header data (column B). 
	c. Repeat the above process for the rest of the header elements. Drag and drop them onto their corresponding header data (column B). 
	c. Repeat the above process for the rest of the header elements. Drag and drop them onto their corresponding header data (column B). 
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	d. If done properly, the elements in column B will be outlined in a blue line, and the elements in the XML Source list will now be bolded. 
	d. If done properly, the elements in column B will be outlined in a blue line, and the elements in the XML Source list will now be bolded. 
	d. If done properly, the elements in column B will be outlined in a blue line, and the elements in the XML Source list will now be bolded. 
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	12.  Now, to add the data from your database excerpt to the mapped spreadsheet, 
	12.  Now, to add the data from your database excerpt to the mapped spreadsheet, 
	12.  Now, to add the data from your database excerpt to the mapped spreadsheet, 

	a. Bring up your spreadsheet with the child data on it. 
	a. Bring up your spreadsheet with the child data on it. 
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	b. Select all of the last names of the children, making sure that you DO NOT select the header cell labeled “Last Name.” 
	b. Select all of the last names of the children, making sure that you DO NOT select the header cell labeled “Last Name.” 
	b. Select all of the last names of the children, making sure that you DO NOT select the header cell labeled “Last Name.” 
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	c. Copy these cells by pressing Ctrl+c on your keyboard. 
	c. Copy these cells by pressing Ctrl+c on your keyboard. 
	c. Copy these cells by pressing Ctrl+c on your keyboard. 

	d. Open up your mapped spreadsheet, and pull up the first tab that looks like this: 
	d. Open up your mapped spreadsheet, and pull up the first tab that looks like this: 
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	e. Paste the information that was copied by selecting the cell directly below the cell labeled “LastName” (in this case, cell D2), and press Ctrl+v. 
	e. Paste the information that was copied by selecting the cell directly below the cell labeled “LastName” (in this case, cell D2), and press Ctrl+v. 
	e. Paste the information that was copied by selecting the cell directly below the cell labeled “LastName” (in this case, cell D2), and press Ctrl+v. 
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	f. Repeat to copy and paste all of the data from your excerpt spreadsheet into your mapped spreadsheet. Make sure to leave the column titled “UIC” (in this case, column C) blank. 
	f. Repeat to copy and paste all of the data from your excerpt spreadsheet into your mapped spreadsheet. Make sure to leave the column titled “UIC” (in this case, column C) blank. 
	f. Repeat to copy and paste all of the data from your excerpt spreadsheet into your mapped spreadsheet. Make sure to leave the column titled “UIC” (in this case, column C) blank. 

	g. Your spreadsheet should now look similar to this: 
	g. Your spreadsheet should now look similar to this: 
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	13.  Export your data into an XML Excerpt. 
	13.  Export your data into an XML Excerpt. 
	13.  Export your data into an XML Excerpt. 

	a. In the options menu, at the top of the page, under DEVELOPER, click the “Export” button that is located next to the “Source” button. 
	a. In the options menu, at the top of the page, under DEVELOPER, click the “Export” button that is located next to the “Source” button. 
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	b. Name your file (1), ensure that the Save as type: is “XML Files (*.xml)” (2), and click “Export” (3). Note: Make sure this file is saved to a secure location, as it will contain Personally Identifiable Information! 
	b. Name your file (1), ensure that the Save as type: is “XML Files (*.xml)” (2), and click “Export” (3). Note: Make sure this file is saved to a secure location, as it will contain Personally Identifiable Information! 
	b. Name your file (1), ensure that the Save as type: is “XML Files (*.xml)” (2), and click “Export” (3). Note: Make sure this file is saved to a secure location, as it will contain Personally Identifiable Information! 
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	14. Go to the 
	14. Go to the 
	14. Go to the 
	14. Go to the 
	Michigan Student Data System (MSDS)
	Michigan Student Data System (MSDS)

	 web page. Log in using your SSO login information. 



	 
	  
	15.  Under “Student Data Submission…,” on the left menu, click on “Upload File.” 
	15.  Under “Student Data Submission…,” on the left menu, click on “Upload File.” 
	15.  Under “Student Data Submission…,” on the left menu, click on “Upload File.” 
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	16.  Upload the XML file. 
	16.  Upload the XML file. 
	16.  Upload the XML file. 
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	a 
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	b 
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	Figure
	a. Under Collection, choose “Request for UIC Collection.”  The Description will fill in automatically. 
	a. Under Collection, choose “Request for UIC Collection.”  The Description will fill in automatically. 
	a. Under Collection, choose “Request for UIC Collection.”  The Description will fill in automatically. 

	b. Put in any notes for the file. These are notes to assist you in identifying different upload files (e.g. different groups/buildings). 
	b. Put in any notes for the file. These are notes to assist you in identifying different upload files (e.g. different groups/buildings). 

	c. Click “Browse”, select the file, and then click “Ok”. 
	c. Click “Browse”, select the file, and then click “Ok”. 

	d. Click “Upload File”. 
	d. Click “Upload File”. 


	  
	17.  Make sure you get a message indicating the file was uploaded successfully. 
	17.  Make sure you get a message indicating the file was uploaded successfully. 
	17.  Make sure you get a message indicating the file was uploaded successfully. 
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	18.  Go to “Uploaded File Status” on the left menu. 
	18.  Go to “Uploaded File Status” on the left menu. 
	18.  Go to “Uploaded File Status” on the left menu. 
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	19.  Select “Request for UIC Collection”, then click “Filter”. 
	19.  Select “Request for UIC Collection”, then click “Filter”. 
	19.  Select “Request for UIC Collection”, then click “Filter”. 
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	20.  The next screen will tell you the status of the file you just uploaded. 
	20.  The next screen will tell you the status of the file you just uploaded. 
	20.  The next screen will tell you the status of the file you just uploaded. 


	a 
	a 
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	d 
	d 

	c 
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	b 
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	Figure
	a. The column labeled “Status” will identify what state the file is in. 
	a. The column labeled “Status” will identify what state the file is in. 
	a. The column labeled “Status” will identify what state the file is in. 

	b. If it is processing, press “F5,” or refresh your browser to update the page periodically.  The larger the data file, the longer it will take to process. 
	b. If it is processing, press “F5,” or refresh your browser to update the page periodically.  The larger the data file, the longer it will take to process. 

	c. If the process is not successful, it will state “Failed….” with a reason. 
	c. If the process is not successful, it will state “Failed….” with a reason. 

	d. If the process is successful, it will state “Processed Successfully.” 
	d. If the process is successful, it will state “Processed Successfully.” 


	 
	 
	21.  If the file uploaded successfully, go to step 25.  If it failed, click the file name to find out more about what caused the file to not upload properly. 
	21.  If the file uploaded successfully, go to step 25.  If it failed, click the file name to find out more about what caused the file to not upload properly. 
	21.  If the file uploaded successfully, go to step 25.  If it failed, click the file name to find out more about what caused the file to not upload properly. 
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	a. The next screen will tell you more information about the file.  At the bottom, it will describe why the file was unable to upload.  In this case, the Entity Code Type was a lowercase “a”, which caused the file to fail.  If you can, fix the issue in the file, and try to upload again. 
	a. The next screen will tell you more information about the file.  At the bottom, it will describe why the file was unable to upload.  In this case, the Entity Code Type was a lowercase “a”, which caused the file to fail.  If you can, fix the issue in the file, and try to upload again. 
	a. The next screen will tell you more information about the file.  At the bottom, it will describe why the file was unable to upload.  In this case, the Entity Code Type was a lowercase “a”, which caused the file to fail.  If you can, fix the issue in the file, and try to upload again. 
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	22.  Once the file is uploaded, go to the “Data Staging Area” by clicking on the left menu. 
	22.  Once the file is uploaded, go to the “Data Staging Area” by clicking on the left menu. 
	22.  Once the file is uploaded, go to the “Data Staging Area” by clicking on the left menu. 
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	23.  A new window will appear letting you filter for Submitting Entity and the Collection type: 
	23.  A new window will appear letting you filter for Submitting Entity and the Collection type: 
	23.  A new window will appear letting you filter for Submitting Entity and the Collection type: 
	23.  A new window will appear letting you filter for Submitting Entity and the Collection type: 
	a. Enter your Entity code. 
	a. Enter your Entity code. 
	a. Enter your Entity code. 

	b. Select the drop-down option “Request for UIC Collection”. 
	b. Select the drop-down option “Request for UIC Collection”. 

	c. Click on the “Filter” button. 
	c. Click on the “Filter” button. 
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	24.  There will now be a list of Request for UIC Collection items displayed. 
	24.  There will now be a list of Request for UIC Collection items displayed. 
	24.  There will now be a list of Request for UIC Collection items displayed. 
	24.  There will now be a list of Request for UIC Collection items displayed. 
	a. Click in the leftmost column on the underlined name of the Collection you want to review. 
	a. Click in the leftmost column on the underlined name of the Collection you want to review. 
	a. Click in the leftmost column on the underlined name of the Collection you want to review. 
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	25.  Here will be the UICs assigned to the children you uploaded as well as the list of children you need to resolve. 
	25.  Here will be the UICs assigned to the children you uploaded as well as the list of children you need to resolve. 
	25.  Here will be the UICs assigned to the children you uploaded as well as the list of children you need to resolve. 
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	Appendices 
	 
	Appendix A: Changing the date format for XML Upload 
	1. Start by selecting the entire date column in your data (not on the mapped document, but the original data). 
	1. Start by selecting the entire date column in your data (not on the mapped document, but the original data). 
	1. Start by selecting the entire date column in your data (not on the mapped document, but the original data). 
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	2. Right-click on the letter above the column, and select “Format Cells…” 
	2. Right-click on the letter above the column, and select “Format Cells…” 
	2. Right-click on the letter above the column, and select “Format Cells…” 
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	3. On the list that appears, make sure that the tab is on “Number” (1), and click “Custom” on the list (2). 
	3. On the list that appears, make sure that the tab is on “Number” (1), and click “Custom” on the list (2). 
	3. On the list that appears, make sure that the tab is on “Number” (1), and click “Custom” on the list (2). 
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	4. In the “Type” field, input “yyyy-mm-dd” and then click “OK.” 
	4. In the “Type” field, input “yyyy-mm-dd” and then click “OK.” 
	4. In the “Type” field, input “yyyy-mm-dd” and then click “OK.” 
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	5. The dates for the Date of Birth have been changed to the correct format for the XML upload.  Copy and paste the data into the XML mapped file (step 15 in the “UIC Request using XML instructions v2.0”). 
	5. The dates for the Date of Birth have been changed to the correct format for the XML upload.  Copy and paste the data into the XML mapped file (step 15 in the “UIC Request using XML instructions v2.0”). 
	5. The dates for the Date of Birth have been changed to the correct format for the XML upload.  Copy and paste the data into the XML mapped file (step 15 in the “UIC Request using XML instructions v2.0”). 
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	Appendix B: How to change “Male” and “Female”, or “m” and “f” to “M” and F” 
	 
	1. Insert a column next to the column you want to change. 
	1. Insert a column next to the column you want to change. 
	1. Insert a column next to the column you want to change. 
	1. Insert a column next to the column you want to change. 
	a. Right-click on the column to the right of the column that contains the data, then click “Insert.” 
	a. Right-click on the column to the right of the column that contains the data, then click “Insert.” 
	a. Right-click on the column to the right of the column that contains the data, then click “Insert.” 

	b. A blank column should appear. 
	b. A blank column should appear. 
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	2. Insert a formula in the new column to change “Male” and “Female” to “M” and “F.” 
	2. Insert a formula in the new column to change “Male” and “Female” to “M” and “F.” 
	2. Insert a formula in the new column to change “Male” and “Female” to “M” and “F.” 
	2. Insert a formula in the new column to change “Male” and “Female” to “M” and “F.” 
	a. If the column with “Male” and “Female” is column A, then in cell B2, type the formula =IF(A2=”Male”,”M”,”F”). 
	a. If the column with “Male” and “Female” is column A, then in cell B2, type the formula =IF(A2=”Male”,”M”,”F”). 
	a. If the column with “Male” and “Female” is column A, then in cell B2, type the formula =IF(A2=”Male”,”M”,”F”). 

	b. Press “Enter” on the keyboard.  The cell should display an “M” if the original data had “Male”, or “F” if the original data had “Female.” 
	b. Press “Enter” on the keyboard.  The cell should display an “M” if the original data had “Male”, or “F” if the original data had “Female.” 

	c. Click back on the cell with the formula.  Click the small square on the bottom right of the cell, and drag it down to the bottom of the data table. 
	c. Click back on the cell with the formula.  Click the small square on the bottom right of the cell, and drag it down to the bottom of the data table. 

	d. Copy the already selected cells by pressing Ctrl+c. 
	d. Copy the already selected cells by pressing Ctrl+c. 

	e. On the top cell, with data in the original “Male” and “Female” column, right-click and select the “Paste Values” button. 
	e. On the top cell, with data in the original “Male” and “Female” column, right-click and select the “Paste Values” button. 
	e. On the top cell, with data in the original “Male” and “Female” column, right-click and select the “Paste Values” button. 
	i. Note: This will change the values of the column you created to show all “F”, disregard this change. 
	i. Note: This will change the values of the column you created to show all “F”, disregard this change. 
	i. Note: This will change the values of the column you created to show all “F”, disregard this change. 




	f. Delete the column that the formula was created in by right-clicking the letter above the column and clicking “Delete…” 
	f. Delete the column that the formula was created in by right-clicking the letter above the column and clicking “Delete…” 

	g. Your data now is displayed as “M” and “F” in place of “Male” or “Female.” 
	g. Your data now is displayed as “M” and “F” in place of “Male” or “Female.” 
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	The formula will be copied down the table and will create an “M” or “F” accordingly. 
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